How to Schedule a Zoom Meeting:
1) Double-click the blue Zoom icon on your desktop.

2) Click the Schedule icon.
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3) A “Schedule Meeting” screen will appear. Change the topic to whatever you’d like by
typing it in, e.g., Pretrial Meeting via Zoom -- Sample Case, Case 77-CA-123456.

4) Select the start date, time, and duration of the meeting.

5) Under the “Calendar” heading at the bottom, click the circle for “Outlook.”

6) Click “Schedule.”

I - g =@ a0 x|
ha On attre Emtane M Sasrch . nta




How to Save a Sharepoint Page to Your Chrome “Favorites:”

1) From the email you receive from OCIO, open the link to the Sharepoint page in your
Chrome web browser.
2) Click the star at the top.
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3) If you wish, modify the name of how you want to save the page.
4) Click “Done.”
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5) Depending on how many Favorites you have, the Sharepoint page will be saved either at
the top of the browser or by clicking the very small arrow button on the right side, in
which case it will be saved in a column that opens.
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Steps to Access SharePoint Site using an
external email address

Please follow the steps given below once you receive an email invitation from National Labor Relations
Board (NLRB).

1. Open your email invite and click on the link highlighted below:
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2. You will be taken to a new page with the following message and options to setup your account.
Click on the link highlighted below.

Welcome to SharePoint Online

To accept your invitation, sign in with a Microsoft account or an account assigned to you by your
organization. By signing in you allow National Labor Relations Board to use your basic profile (name and
email address) in accordance with their privacy statement. National Labor Relations Board has not
provided links to their terms for you to review. You can remove these permissions at
myapps.microsoft.com.

.. Microsoft account

in with the account you use for OneDrive, Xbox LIVE, Outlook.com, or other Microsoft

Sign in with the account provided by your work or school to use with Office 365 or other

ﬂ Organizational account

Microsoft services.

Don't have either account? Create a Microsoft account, it's quick and easy l _

Legal Privacy




3. You will see a new pop-up on your screen to setup a hew account. You can type in the same
email address where you received the invitation.

4. If you have used the same email address to sign up for another site, you may see the following
message. If you do, click on the link highlighted below. If you haven’t used this email address
before, please jump to step #5

5. Create a strong password. You will use this password to log in to NLRB SharePoint site.



6. Provide additional information as shown below.

7. You will get the following prompt on the next screen. Please log in to your email to retrieve the
code and enter it in the prompt shown below.

8. Email from Microsoft with the verification code will look like the sample shown below.



9. Enter the code in the prompt as shown below and click on Next.

10. Next prompt is for verification purposes. Once you have entered the characters shown on the
prompt, click on next.



11. You are now taken to the SharePoint site that has been shared with you.




Sharepoint - Upload an Existing Document

If you have an existing document on your computer and want to save it in the SharePoint document
library, you can easily upload it. To do that follow the steps below:

1. Onceyou are in the document library, click on “Upload” button.
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2. An “Add a document” prompt will appear on the screen, click on “Choose Files” button.
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3. Onthe next window, you can select any type of document from your computer (including word,
excel spreadsheet, pdf etc.) and then click on “Open” button. Click on “Ok” button on the “Add a
document” prompt to finally upload the selected document in document library.
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4. You can also select multiple files to upload. To do this, while keeping “Ctrl” key on the keyboard
pressed use left mouse button and click on all the files you would like to select. Once selection
has been made, click on “Open” button.
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5. Your document/s has now been uploaded to the document library successfully.
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6. You can also upload documents from your computer to SharePoint document library by simply
click-and-drag the document/s over to the browser.

%) ALI Meatings External Deme

Sample Case (42-CA-838888)

Drop here

poF |
y

oy




7. Once you drop the document/s, they will appear in the document library.
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Create a Folder

If or when you need to organize your documents, you can use folders. To create a folder, follow the
steps below:

1. Onceyou are in the document library, click on “Create” button and select “New Folder”.
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2. You will get a “Create a folder” prompt on your screen. Enter the folder name of your choice and
click on “Create” button.
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3. You can now see a new folder in the document library.
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4. If you want to create documents in the folder, simply click on the folder name to get inside the
folder and follow the steps given in “Create a new Document” section of this guide.
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Document Actions Inside a Document Library:

Inside the document library, when you right-click on any available document (inside the folder as well),
you will be able to perform additional actions as shown in the screen shot. Some of the popular actions
are given below:

Action Description

Download This option allows you to download the document to your
computer.

Rename This option allows you to rename the document.

Delete This option allows you to delete the document from the document
library and send it to Recycle Bin.

Version History This option allows you to review the version history of the
document.
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Managing Users - Create a SharePoint Users Group

SharePoint groups are used to grant permissions to the users who will be working on a particular
case. This way, only people who will be working on the case will have access to that document
library. For example, if you have a document library with the following details:

- Case Name: United States Postal Service
- Case Number: 06-CA-261791

Then we will be setting up a new SharePoint group to add users who are unique to this case. Same
process will be repeated to setup SharePoint groups for all cases that will be created in any site.

To setup a new SharePoint group, follow the steps given below:

1. From any page in the site, click on the “Gear Icon” in the top right-hand corner of the page. This
will open a new menu on the screen. Click on “Site Settings” link.

2. On the next page, under “Users and Permissions” heading, click on “Site Permissions” link.



3. Once you are on the Site Permissions page, click on “Permissions” menu tab and then click on
“Create Group” icon on the menu bar.

4. On the next screen, fill out the information (see example shown below). Group name can be
setup to include Case Name and Number as well as the members for easy identification. Once all
required information is filled out, click on “Create” button.

- Name: This is the name of the group and should be reflective of its
function. For example, to setup a group to add Bailiff,
SharePoint group name could be setup as “USPS (06-CA-
261791) - Bailiff” or for the members who will be working
on this case as “USPS (06-CA-261791) — Members”

- About Me: You can add some description text about this group.

- Owner: By default, the person who is creating the group will be
selected as the owner of the group. However, this should



- Group Settings:

- Membership requests:
- Give Group Permissions to
this Site:

be changed by removing the prepopulated name and
replacing with the site Owners group as follows:

- Delete the prepopulated name.

- Type in the site name. This will bring all the existing
SharePoint group for this site in suggestions
dropdown list. Select the group that has “Owners”
included in its name.

Select “Everyone” and “Group Owner” per the screen shot
below.

No

Select “Contribute without Delete” option.




Change permissions of an Existing SharePoint Users Group

To change permission on an existing SharePoint group, follow the steps given below:

1. From any page in the site, click on the “Gear Icon” in the top right-hand corner of the page. This
will open a new menu on the screen. Click on “Site Settings” link.

2. On the next page, under “Users and Permissions” heading, click on “Site Permissions” link.



3. Once you are on the Site Permissions page, select the checkbox next to any group that you
would like to change and then click on “Permissions” menu tab.
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4. On the next screen, unselect current permissions and select the one that you would like to
change to and click on “OK” button.



) ALJ Hearings External Demo

Permissions

/ EDITLUNKS

Edit Permissions

Users of Groups
The permicsans o
Notebook
Documents
Fages

Recent

Sample Case (42-CA-
B83288)

United States Postal
Office (06-CA-261791)

Site contents

Choose Peimissions

Users:
& mocited
Sample Case (42-CA-885533) - Bailiffs
Permissions
or roups -

Has full contro

O Full Contrn

approve, and cstomize.

nd delete lis

“an add, edit

iterns and documents.

ead - Can view pages and list it
View Only
not downlcaded

Approve - Can edit and approve pages, st items, and documents,

Manage Hierarchy - Can create sites and edit pages, list items, STuments.

Restricred Read - Can view pages and documents. but cannot view historical versicrs

Contribute Without Delete - Can view, add and update list items and documents

‘-E

» add. update and delete list items and documents,

Con view poges list items, and documents. Document types with server-side file handers can be viewed in the browser but

or user permissions

Restrictad Interfaces for Tranclation - Can opan Ists and folders. and usa remote interfaces

5. Once the screen refreshes, you can see that the group permissions have changed from “Edit,
Contribute” to “Contribute Without Delete”.
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Add a User to SharePoint Group

1. From any page in the site, click on the “Gear Icon” in the top right-hand corner of the page. This
will open a new menu on the screen. Click on “Site Settings” link.

2. On the next page, under “Users and Permissions” heading, click on “Site Permissions” link.

3. Click the name of the group you want to add a user to, e.g., “Parties -- Sample Case -- 66-CA-
123456.”



4. On the next page, click on “New” button as shown in the screen shot below.
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5. Click on “Add Users”.
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6. Type in the email addresses of the people you would like to add to this group. SharePoint will
show a warning that a selected user is outside of the NLRB. You can check the option to send an

email to the users who are being added to this group. You can include a short message to go
along with the invitation. Click on “Share” button once done.
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7. On the next screen, you can now see the user/s being added to the SharePoint group.
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Document Management
in SharePoint Document Library

Introduction

A SharePoint document library is a place where a user can read, create/ upload, edit and delete MS Office documents
that includes Word, Excel and Power Point. User actions are based on their permissions level. For example, a user who
was only assigned “Contribute Without Delete” permission, can only read and add/modify (download) documents but
cannot delete.

The purpose of this document is to show various features associated with document management in SharePoint
document library.

Create a new Document

1. To create a new document, browse to the document library of your choice. You can either use a shortcut (where
available) in the left navigation menu (Figure 1) or using “Site Contents” under SharePoint menu (i.e. gear icon) as
shown below (Figure 2 and 3).
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Figure 1 - Using Left Navigation Menu
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Figure 2 - Using Site Contents (Gear Icon)
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2. Once you are in the document library, click on “New” and select the type of document you would like to create.
In this example, we are creating a “word” document.
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3. This will open a blank document in the browser window.
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To give your new document a name, click on the “document” text at the top and type in a new document name
as shown below:
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5. You can also open the same document on your computer using word desktop app. To do that, click on “Open in
Desktop App”.
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6. A new prompt will appear on the screen, click on “Open” button to open this document in desktop app. You can
also resume to edit in the browser by clicking on “Resume editing here” option as shown below.
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All done. You can close this file now.

m We opened this file in Microsoft Word on your computer

Resume editing here

Tell us what you think of Word

Try launching Microsoft Word again

You can now start working on your document. Your changes are being saved automatically.



Upload an Existing Document

If you have an existing document on your computer and want to save it in the SharePoint document library, you can
easily upload it. To do that follow the steps below:

1. Onceyou are in the document library, click on “Upload” button.
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2. An “Add a document” prompt will appear on the screen, click on “Choose Files” button.
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3. On the next window, you can select any type of document from your computer (including word, excel
spreadsheet, pdf etc.) and then click on “Open” button. Click on “Ok” button on the “Add a document” prompt to
finally upload the selected document in document library.

@ open *
T <« Documents * Sample Attachments ~ (@] 2 Search Sample Attachments
Organize = New folder =~ [ o
~
2 Name Status Date modified Type
7 Quick access
e )
. ~ Sample Document 1.pdf 6/21/2018 8:42 AM Adobe Acrobat C.
Documents o — P P © e
~ Sample Document 2.pdf = 6/21/2018 841 AM Adobe Acrobat O
¥ Downloads e -
~ Sample Document 3.pdf 5] 6/21/2018 8:44 AM Adobe Acrobat O
WebsiteCache #
SPFX *
ALJ Hearin
2018 Daily Note:
I Desktop
Snaglt
@, OneDrive - Natior
Attachments i 5
File name: |Sample Document 1.pdf v| ‘AII files (*%) VE

[ oo || cocel |

Add a document

@
Choose a file | Choose Files |Sample Document 1.pdf

L Add as a new version to exis Ing tles

Version Comments

A

‘ OK ‘ ‘ Cancel ‘




4. You can also select multiple files to upload. To do this, while keeping “Ctrl” key on the keyboard pressed use left
mouse button and click on all the files you would like to select. Once selection has been made, click on “Open”
button.

€ open >
T « Documents > Sample Attachments v (&) 2 Search Sample Attachments
Organize ~  New folder =~ O @
~
2 Name Status Date modified Type
7 Quick access
E] D Sample Document 1.pdf ® 6/21/2018 842 AM Adobe Acrobat C
~ Sample Document 2.pdf © 6/21/2018 8:41 AM Adobe Acrobat C
¥ Downloads =
 Sample Document 3.pdf © 6/21/2018 8:44 AM Adobe Acrobat C
WebsiteCache
SPFX »
AL) Hearini
2018 Daily Note:
I Desktop
Sample Attachm
@ OneDrive - Natior
Attachments v < >
File name: | "Sample Document 1.pdf" "Sample Document 2.pdf" "Sample C V| :AII files (**) v
X
Add a document
@

Choose a file | [ Choose Files | 3 files

ting files

Version Comments

ﬁ oK ‘ ‘ Cancel ‘
| | |




5. Your document/s has now been uploaded to the document library successfully.

BROWSE

ES IBRARY

#) ALJ Hearings External Demo # EDIT LINKS

Sample Case (42-CA-888888)

[umireo access weea J)

Notcbook All Documents wee nd a file o
Documents -
v Name Modified Modified By
_ @5 AL Sample Memo # == 34 minutes ago -co NTRACTOR]
Drag files here to upload

Sample Case (42-CA-
888888)

United States Postal
Office (06-CA-261791)

Site contents

6. You can also upload documents from your computer to SharePoint document library by simply click-and-drag the
document/s over to the browser.

#) AL Meatings Externs Demo / DT ‘ ep

Sample Case (42-CA-838888)

Drop here

s

Sample Cace (42.CA-
ocoeea)

Usited States Postal
Oen (OFCAI81191)

Site contents




7. Once you drop the document/s, they will appear in the document library.

BROWSE FILES LIBRARY

%) ALJ Hearings External Demo # EDIT LINKS

Sample Case (42-CA-888888)

Notebook All Documents le 0
s Name Modified Modified By
votes Bl sample Record 03 % «s+ A few seconds ago (b) CONTRACTOR]
‘.»[ Sample Record 01 % «+« A few seconds ago (b) 'ONTRACTOR]
Bl sample Record 02 % «+ A few seconds ago ONTRACTOR]
@5 AU Sample Memo % «s+ 34 minutes ago (b) CUNIRAUOR]
Drag files here to upload




Create a Folder

If or when you need to organize your documents, you can use folders. To create a folder, follow the steps below:

1. Onceyou are in the document library, click on “Create” button and select “New Folder”.

BROWSE FILES LIERARY

) ALJ Hearings External Demo Create a new file

Sample Case & w

@ =D
Bz Exce

d document

workbook

@ New @=| PowerPoint presentation
Notebook AlDocuments

1
Documents 0 [ [ oneNote notebook

Name

Pages

New folder

Sample Case (42-CA-
888888)

United States Postal
Office (06-CA-261791)

Site contents

# EDIT LINKS

2. You will get a “Create a folder” prompt on your screen. Enter the folder name of your choice and click on
“Create” button.
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Create a folder

Name *

[Sample Folder ]

3. You can now see a new folder in the document library.

?| ALJ Hearings External Demo # EDIT LINKS
Sample Case (42-CA-888888)
®
_ @ New 1 Upload c Sync v

Notebook

All Documents  =»= Find a file el
Documents
v [ nName Modified Modified By
e Sample Folder «+ A few seconds ago CONTRACTOR]
Recent ai- ALJ Sample Memo % «=« 3 hours ago ) CONTRACTOR]
e 7 Sample Record 01 3% s+ 17 minutes ago CONTRACTOR]

888888) =
= c e )2 e 7 min es B

Unitod States 5 2 Sample Record 02 17 minutes ago

Office (06-CA-261791) 1 sample Record 03 % ««= 17 minutes ago

4. If you want to create documents in the folder, simply click on the folder name to get inside the folder and follow
the steps given in “Create a new Document” section of this guide.

Drag files here to upload
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BROWSE FILES LIBRARY

] ALJ Hearings External Demo # EDIT LINKS

Sample Case (42-CA-888888) | Sample Folder

| @ New i Upload c Sync v

All Documents == Find a file jol

Notebook

Documents
v D Mame Modified Modified By

Pages

Drag files here to upload

Sample Case (42-CA-
888888)

United States Postal
Office (06-CA-261791)

Site contents

Document Actions Inside a Document Library

Inside the document library, when you right-click on any available document (inside the folder as well), you will be able to
perform additional actions as shown in the screen shot. Some of the popular actions are given below:

Action Description

Download This option allows you to download the document to your
computer.

Rename This option allows you to rename the document.

Delete This option allows you to delete the document from the document
library and send it to Recycle Bin.

Version History This option allows you to review the version history of the
document.
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BROWSE FILES LIBRARY

Sample Case (42 CA 888888)
[LmireD access Akea @)

Notebook All Documents === Find 2 file o

Documents X
0D

% Name Modified Modified By
Fages Sample Folder we 5 minutes ago (b) (7)(E ) selnttael
5 AL Sample Memo 3 +++« 3 hours ago CONTRACTOR]
Sampic Case (¢2-CA- = sample 1 — | 22 minutes ago CONTRACTOR]
B888888) ‘ Download
United States Postal 2 Samp p——y 22 minutes ago CONTRACTOR]
— €t alin
Office (Do CA-201791) B sampke| v |22 minutes ago CONTRACTOR]
ray files here to uplcad
5 e Delete
# EDIT UNKS
Copy

Version History
Properties

Advanced >

Version History

1. Toreview version history of any document, right-click on the document and click on version history. A prompt
will open and display all the versions available for the document.
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Version History s

umeo access e (@)

Delete All Versions

No.+ Modified Modified By Size Comments
20 7/2/20203:47 PM (b) (7)(E) CoNaaes 19.9 KB
1.0 7/2/2020 12:45 PM (b) (7)(E) ceNaees 16.4 KB

2. You can restore a previous version of the document in case of any inadvertent changes. To do that, hover the
mouse cursor on the version name that you would like to restore and click on the little black arrow as shown:

Version History %

[umirep access arex [)

Delete All Versions

No.4+ Modified Modified By

Size Comments
2.0 7/2/2020 3:47 PM (b) (7)(E) [CONTRACTOR] 19.9 KB
i (b) CONTRACTOR] 16.4 KB

3. Select “Restore” from the available options to restore that version of document. In the example shown below,
document is at version 2.0 and we are restoring it back to version 1.0.
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Version History %

umiTep access areA (@)

Delete All Versions

No, + View Modified By Size Comments
2.0 (b) (7)(E) CONTRACTOR] ~ 199KB

Restore
1.0 (b) (7)(E) CeIGERSE 16.4 KB

Delete

4. A confirmation pop up will appear on your screen, click on “Ok”.

Sempic (s9¢ (42 CAB56348) -+ X [

< X B hitps//nirb sharepoint com/sites/alj - extwnal/Sar

nlrb.sharepoint.com says

Y5 2r€ 3DOUL 12 replace the CuTent /81ion WIth the selected version.

—

7, AL Hearings Esternal Oemo 7 O s

) Sample Case (42-CA-8888

@new Lo S
AlDocunents =+ | Finds lie .

I Sample Folder
l 85 AU Simpie Mamo &

e Record 01 @

2 Recoed 02 8 Delet:

United Seates Pocat
Office [05-CA-261751)

B swmpieRecocdd ®

5. SharePoint will create a new version of the document and replace the current version with the new one.

Version History o

UMITED Access AREA [@))]

Delete All Versions

No.+ Modified Modified By Size

30 7/2/2020 3:59 PM (b) (7)(E) Sueraes 18.3 KB
20 7/2/2020 3:47 PM (b) (7)(E) CONTRACTOR] 19.9 KB

10 7/2/2020 12:45 PM (b) (7)(E)EeNaRaEk 16.4 KB

Comments

6. Click on “X” on the prompt to close it and return to the document library.



Recover a Document from Recycle Bin

If a document is either accidentally deleted or needs to be recovered from the recycle bin for some reason, follow the
steps below:

1. Click on the gear icon and select “Site Contents”

I - X

Settings X

Shared with...
Edit page
Add a page

Al

P
Site contents

DESIgh ViEnager

Site settings

Connect to new Office 365 Group
Getting started

Themes

View all

2. Onthe next screen, click on “Recycle Bin”.

i ALJ Hearings External Dema # EDIT LINKS i i T - p

Site contents

ibraries, and other Apos & SITE WORKFLOWS X SETTINGS

Motetaak

Documents
add an app

ontent and Sructure Decuments Form Templates

| &)
B
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From the list of files available in the recycle bin, select the one you would like to recover and click on “Restore

3.
Selection”. You can restore multiple files if needed. By default, files are recovered to the same location from

where they were deleted.

%) ALJ Hearings External Demo s

@WY ALJ Hearings External Demo - Recycle Bin «
s access anca [O)
| Home select
== [0) (7)) - A 4
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Steps to Create A New Case Documents Library
and Restrict Access using SharePoint Groups

Create a new Document Library

1. First navigate to the site where you would like to create a new case document library. Once you are on the home
page, click on “Site Contents” link in the left navigation menu as shown below:

Docu
Notebook

Documents

Site contents
[«
# EDIT LINKS %

2. On the Site Contents page, click on “add an app” icon.

Lists, Libraries, and cother Apps

Images
| s | 0O items

3. On the next page, click on “Document Library” icon.

Document Library
RQpular built-in g

4. A new prompt will appear on the screen. You can enter the desired name for the case documents library.
Preferred format is to use “Case Name (Case Number)” e.g. United States Postal Office (06-CA-261791) and click
on “Create” button.



5. You will be taken back to the “Site Contents” page where you can see the newly created document library.




Create a SharePoint Users Group

Before we setup Library Permissions, we have to setup new SharePoint groups. These groups will be used to grant
permissions to the users who will be working on a particular case. This way, only people who will be working on the
case will have access to that document library. For example, if you have a document library with the following details:

- Case Name: United States Postal Service
- Case Number: 06-CA-261791

Then we will be setting up a new SharePoint group to add users who are unique to this case. Same process will be
repeated to setup SharePoint groups for all cases that will be created in any site.

To setup a new SharePoint group, follow the steps given below:

1. From any page in the site, click on the “Gear Icon” in the top right-hand corner of the page. This will open a new
menu on the screen. Click on “Site Settings” link.

2. Onthe next page, under “Users and Permissions” heading, click on “Site Permissions” link.




3. Once you are on the Site Permissions page, click on “Permissions” menu tab and then click on “Create Group”
icon on the menu bar.

4. Onthe next screen, fill out the information (see example shown below). Group name can be setup to include
Case Name and Number as well as the members for easy identification. Once all required information is filled out,
click on “Create” button.

- Name: This is the name of the group and should be reflective of its
function. For example, to setup a group to add Bailiff,
SharePoint group name could be setup as “USPS (06-CA-
261791) — Bailiff” or for the members who will be working
on this case as “USPS (06-CA-261791) — Members”

- About Me: You can add some description text about this group.

- Owner: By default, the person who is creating the group will be
selected as the owner of the group. However, this should be
changed by removing the prepopulated name and replacing
with the site Owners group as follows:

- Delete the prepopulated name.

- Type in the site name. This will bring all the existing
SharePoint group for this site in suggestions
dropdown list. Select the group that has “Owners”
included in its name.

- Group Settings: Select “Everyone” and “Group Owner” per the screen shot
below.

- Membership requests: No

- Give Group Permissions to  Select “Contribute without Delete” option.

this Site:







Change permissions of an Existing SharePoint Users Group

To change permission on an existing SharePoint group, follow the steps given below:

1. From any page in the site, click on the “Gear Icon” in the top right-hand corner of the page. This will open a new
menu on the screen. Click on “Site Settings” link.

2. Onthe next page, under “Users and Permissions” heading, click on “Site Permissions” link.

3. Once you are on the Site Permissions page, select the checkbox next to any group that you would like to change
and then click on “Permissions” menu tab.



BROWSE PERMISSIONS ‘

a5 Qf:.
Delete Lnigue Grant Edit User  Rgfnove User Check
Permissions Permission! Permissions ermissions Permissions

nheritance Grant Check

umiTep Access Area [ @)

A
I\ There are limited access users on this site. Users may have limited access if an item or document under the site has been shared with them.

Notcbook T&Es library has unique permissions.
/I\ People are waiting for your approval so that they can access this site. Show access requests and invitations.
Documents
Pages (] Name Type Permission Levels
—rren ] ALJ Hearings External Demo Members SharePoint Group Edit
Sample Case (42-CA- ] AL) Hearings External Demo Owners SharePoint Group Full Control
888838) (] ALJ Hearings External Demo Visitors SharePoint Group Read
Lian - (] 9 User Edit
Office (06-CA-261791)
) Sample Case {42-CA-888888) - Bailiffs SharePoint Group Edit, Contribute
Site contents

# EDIT LINKS

4. On the next screen, unselect current permissions and select the one that you would like to change to and click on
“OK” button.

0 :
310 1) ALJ Hearings External Demo # EDIT UNKS

Permissions + Edit Permissions

LRIz
@

7

L7

s>

uUsers o Groups

Tre permt £58 1SATS OF GrOUPs W D meained B .
Notcbook Semgle Case (42-CA-885533) - Bailiffs
Documents
Choose Peirvssions
Sermissions
FPages NBNT ThEse LISES OF OTOUS T have b
PR ) Full Control - Has fill contra
bezign - Can view, add, upds pprove, and customize
Sampie Case (42-CA-
BE328E) it - Can add, edit and delete add. update and delete list items and documerts.
United § » nribute - Can view, add, update, and delete list items and documents
Office (06-CA-251791) ead - Can view pages and list items and download dac <
View Only - Can view poges list items, and documents. Document types with server-side file handiers can be viewed in the browser but
not downlcaded.
Z DT UNKS Approve - Can edit and approve pages, Istitems, and documents,

Manage Hierarchy - Can create sites and edit pages, list items, and documents

Restricted Read - Can view pages and documen

W historical versices or user permissions.

Restrictad Interfaces for Translation - Can open Ists and folders, and usa remote interfaces

Caontribute Without Delete - Can view, add and update list items and documants.
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5. Once the screen refreshes, you can see that the group permissions have changed from “Edit, Contribute” to
“Contribute Without Delete”.

3ROWSE PERMISSIONS
3 @
as oy Q

Delets unique
perm 1ss1I0ns

Inhentance

Grant Edit User Remoy er
Permissions Permissions Parmissions

Grant

Madify

Check
Permissions

heck

e access aner [@)

Home

Notebook

o\ » . . . . . . -
/I\ There are limited access users on this site. Users may have limited access if an item or document under the site has been shared with them. Show

This library has unique permissions.
é People are waiting for your approval so that they can access this site. Show access requests and invitations

Documents
Pages J
Recent

Sample Case (42-CA-

| Name Type Permission Levels
] ALJ Hearings External Demo Members SharePoint Group Edit
J ALJ Hearings External Demo Owners SharePoint Group Full Control
888888) O ALJ Hearings External Demo Visitors SharePoint Group Read
User Edit

United States Postal

Office (06-CA-261791)

) | Sample Case (42-CA-888888) - Bailiffs
Site contents

SharePoint Group

Contribute Without Delete I




Library Permissions Settings

To restrict users (both internal and external) to have access to a document library, you can change the
permissions on that document library. To change permissions, please follow the steps given below.

From “Site Content” link, go to the site contents page and click on the library you want to setup permissions for.

Once the library is open on your screen, click on the “Library” menu on top of the page followed by clicking on
the “Library Settings” icon.

2. Under “Permissions and Management” heading, click on “Permissions for this document library”




3. By default, all lists and libraries in SharePoint inherit their permissions that are setup at the site level. This can be
changed. To change this, on the next page, click on “Stop inheriting permissions”. By doing this, we are
disconnecting this library permissions from the site.

4. You will get a prompt with the following message:

“You are about to create unique permissions for this document library. Changes made
to the parent site permissions will no longer affect this document library”.

Click on “OK” button.

5. Click the checkbox next to Members and Visitors group and click on “Remove User Permissions” icon in the menu
bar. Make sure not to remove the “Owners” group.

10




6. Under the “Permissions” menu tab, click on “Grant Permissions” icon.

f1% There are fimited access users on this site. Users may have limited access if an item or document under the site has been shared with them. Show users.

This library has unique permissians.

AL) Hearings Intermnal Demo Owners SharePaint Group Full Controf

United States Postal
Office (06-CA-261791)

Site contents

7. A new prompt will appear on the screen. Through this prompt, you will be able to find, select and assign the
SharePoint group that was created in the previous section to this document library.
a. Inthe “Shared With” section, type in the name of the SharePoint group or any individual user you would

like to grant permission.
b. Click on “Show Options” to expand the section and select appropriate permission level from the

dropdown list.
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Share ‘Sample Case (42-CA-888888)" and its contents

SRR () (7)(E)EREeEil (D) (6) (b) (7)(E) CEEEEE

RN (b) (7)(E)Suneesr (b) (7)(E) NERSse

Include a personal message with this invitation (Optional)

Share everything in this folder, even items with unique permissions

La s

c. Select the other options to match the screen shot below and click on “Share” button.
d. In case you would like to send an email invitation to the people who are being added to this document
library, you can select the option “Send an email invitation” with optional custom personal message of

choice.
Charn: 'l Int 1 Chate Ynetal YR e (DE A DR1701\' anAd ~retant X
Share 'United States Postal Office (06-CA-261/91)' and its contents
Shared with skenazi, Mark and | ' SharePoint Admins
Shared with o ‘_ = P e A gmean
USPS (06-CA-261791) - Bailiffx USPS (06-CA-261791) - Members x
2 groups will be invited. (That's about 2 people.) Show
Include a personal message with this invitation (Optional)
hare everything in this folder, even items with unique permissions.
HIDE OPTIONS
Deﬁc an email invitation
Contribute Without Delete v

8. On the next page, you will see that new SharePoint groups and/or individual users now have access to this

document library.
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Q

Permissions

Chock

Notebook This library has unique permissions,

Documents

Pages [
Recent [

United States Postal [
Office (06-CA-261791)

Site contents

rral Demo Cwr

- Bailiff

Members

There are limited access users an this site. Users may have imited access if an item or document under the site has been shared with themn. Show users,

SharePoint Group

SharePao thout e

1 Group Contribute

SharePoint Group Contribute Without Delete
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Add a User to SharePoint Group

9. To add a user to a SharePoint group, first you must access the group by clicking on the group’s name.
10. On the next page, click on “New” button as shown in the screen shot below.

#] ALJ Hearings Internal Demo # EDITLINKS

People and Groups » USPS (06-CA-261791) - Bailiff

3

(=" Name About me

View: Detail View ~

There are no items to show in this view of the "User Information List" list.

11. Click on “Add Users”.

X
#) ALJ Hearings Internal Demo # EDIT LINKS Search this site htad
People and Groups » USPS (06-CA-261791) - Bailiff o
[unere sccess e [)
v d New = Actions Settings ~ View: Detail View ~
::::r"n:::?nso Agj beets i About me Title Department
Add users to this group.
i Y et [ A Users o Information it s

12. Start typing in the names of the people you would like to add to this group. Default naming convention for users
in SharePoint is Last Name, First Name. You can check the option to send an email to the users who are being
added to this group and click on “Share” button.
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Share 'ALJ Hearings Internal Demo

umTED Access AREA [@)]

Invite people

Eskenazi Merk « [(S)NWAI{=YconTrRACTOR) «
Shared with

HIDE OPTIONS

cnd an email invitation

?) ALJ Hearings Internal Demo 7 D Search this site v D

People and Groups USPS (06-CA-261791) - Bailiff «

New ~ Actions » Sectings = View: Detiil View =
Q [ ] AL

WC NTRACTOR| Contract Support Puyenpa

Eskenazi, Mark Associae Executive Secretary Executive Secretary

13. Similarly, you can add an external user to any SharePoint group too by simply typing in their email address.
SharePoint will show a warning that selected user is outside of your organization. You can include a short
message to go along with the invitation. Click on “Share” button once done.

s ALJ Hearings Internal Demo 4 Search TS site - 0

People and Groups USPS (06-CA-261791) - Members o

New =,  Actions > Seitings - View: Detail View =

Add Users i

ZLicer Information List™ list

Timie aem cns s w s e ns
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g a
age accapt the invitation and lollow

ou have received this email in error, please notify NLRB

f you thirk y

Send an email invitation

14. On the next screen, you can now see the user/s being added to the SharePoint group.

AT T4 \Jluur\JJ N J I\,UIIII:j.J =

New ~ Actions Settings

= (b) (7)(E) Sy

) S o mail.com
| _C}."gmd:\.x.r;x'v
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SCREENSHOTS OF VARIOUS ZOOM FUNCTIONS

EDIT YOUR PROFILE BY CLICKING ON THE ZOOM DESKTOP ICON, AND THEN
SETTINGS (THE MECHANICAL BUTTON AT THE TOP RIGHT):

© Zoom
[ - ) Search

Chat Meetings Contacts

02:58 PM -

Sunday, June 7, 2020
Return to Meeting

Schedule
No upcoming meetings today

1 - ) ' v naw = 4, 2OBPM
n P Type here to search =] / R/ 3 [ gmiId 6/1/2020 '34

“o e

File Home Insert Design Layf Genesal
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B I U-ab x
Pacto S
- S| A-Z2-A-rl @ audio
lipbowd 1 Fant
z (__) Share Screen (b) (6)
Navig.. ~ %
0 cha
Vou * " Signing ¢
S ~ a AN Virtual Background Mark Eskenazi
al P
Hoadngs Pages wt
thi Recording zZm***@nltbgov
Nonvideo
participants. 33"9!’)’
a. M Edit My Drofile

S E:,‘ Statistics

O Feedback Change My Subscription
vianagin{

a. M Keyboard Shortauts

€ Accessibility

View Advanced Features

the box next to
“hide nonvideo
participants.”

1's Zoom Meeting

age 1 of 5 389 words » — -
p - ; ) N = e N > E o a  1ATPM
ype here to searc =) < Y 87112020




DURING A MEETING, EDIT YOUR DISPLAY NAME BY CLICKING
“PARTICIPANTS,” THEN YOUR NAME AT THE RIGHT, THEN “RENAME.”

Participants (l)

(b) P

© Zoom Meeting

(b) (6)

@ © © © © ¢

End
A

. 1:50 PM
Q@ 9 8  euaiBewne ~0 8|

MUTE OTHERS’ AUDIO & VIDEO BY CLICKING THE 3 DOTS AT THE TOP RIGHT
OF THE USER’S VIDEO FEED (not shown) OR VIEWING PARTICIPANTS:

= 1:56 PM
AR/ 3B g et g‘ ‘

P Type here 1o search




HIDE NON-VIDEO USERS: CLICK THE UP-ARROW NEXT TO “START/STOP
VIDEO,” THEN “VIDEO SETTINGS,” THEN “HIDE NON-VIDEO PARTICIPANTS.”

) Zoom Neeting

(b) (6) 1 Eater Full Screen v Participants (1)

Select a Camera
v Integrated Camera
- Choase | Rackaround
@ © © © © ¢

4 Video Settings
Mark Eskenazi
A of 1 A res
.' 4 nvie Mute All Jowrvate All
Stop Video uri dartiapant Chat Reactiof ¢
202 PM
: of 63 4
P Type hereo (=] ARyl [ gm ] dx 6/172020 !‘

o .
(& Settings
fpants (1)
al
mo
W Video
Audi

&# Mirror my video

Touch up my appearance

O ) Meetings: Always display participant names on their video

g when joining a video meeting

Advanced
Jowonate All

2405 PM

A B - g
R/t PomD& 0

8 9 £ =

B

] P Type here to search




MAKE SOMEONE HOST OR CO-HOST BY CLICKING THE 3 DOTS AT THE TOP
RIGHT OF THE USER’S VIDEO FEED (not shown) OR BY HOVERING OVER THEIR
NAME IN THE PARTICIPANTS TOOLBAR.

(b) (6)

A

9 £ @ Ry iIPomma M l;“

6/7/2020

Re ns
Reactions

ENABLE WAITING ROOM: AT THE BOTTOM RIGHT OF THE PARTICIPANTS
TOOLBAR CLICK THE 3 DOTS, THEN “ENABLE WAITING ROOM.”

[} =) -]

Polls Chat

B o3 ® € 8

!

9 € 8  euatBewnce 0 8|

6/7/2020




OR CLICK THE “SECURITY” ICON, THEN “ENABLE WAITING ROOM”:

Participants (1)

Lock Mesting

¥ Enable Waiting Room

Allow participants to:

@ © & © o ¢

End
Reactions M.

i 8 9 ® W ) ARy w2 g“

6/7/2020

SEND USERS TO THE WAITING ROOM: Click the 3 dots at the top right hand
corner of the user’s video feed and choose “put in waiting room” (not shown) OR
hover over the user in the Participants toolbar.

(9 Zoom Meeting —

@ © © © o ¢

End

A

g 150 PM
9 € 8 ~euaiBewne 20 8



SEND USERS TO A BREAK OUT ROOM (ONLY THE HOST CAN DO THIS): Click
the “More” three dots at the bottom of the screen, then Breakout Rooms. Then
select “Manually.” Click “Assign” to assign the users you wish to place in a new
Breakout Room. Click “Open all rooms.”

€3 Eater Full Screen

Participants (1)

216 PM
6/1/2020 B |

ARyl 3 [F g el

Participants (1)

' 217 PM
P Type here to search H ARyl 3 g 67772020 % |




©a
.2 Eater Full Screen Participants (1)

(b) (6
- dark Eskenazi (Host, me
eakout Rooms - Not Started

v Breakout Room 1 / Rename

Options

218 PM
] oF o, ;
ARy 2B -mTx Do g“

End

o) ’ here r + 1 240 PM
M Type here 10 search et 6/7/2020 %



Disable Share Screen: Click the up-arrow near the green Share Screen button
and then “One participant can share at a time,” or, for more limited access, click
“Advanced Sharing Options,” then, under “Who can share?,” click “Only Host.”

P Type here 1o search

How many participants can share at the same time?

o Or Nt can share at a time
M

articipants can share simultaneously (dual monitors recommended)

Who can start sharing when someone else is sharing?

O Only Host All Participants

241 PM

"Ry Dm0

End

241 PM
) AR atBemua 2 W, |




Disable the Annotate tool within the Share Screen tool. Click the green Share
Screen button. At the top of the screen, click the “More” (three dots), then click
“Disable participants annotation.”

ALl Webinar Brochure, pdf - Adobe Acobal

le Edit View Wirdow Hel
Home Tools T

Chat

Breakout Rooms
Record

Closed Caption

Disable participants annotation

Show iamas o6 Ammatstar:

Hide Video Panel
Hide Floating Meeting Controls  Ctrl+ Alt+Shift<H

Live on Facebook
Live on Werkplace by Facebook
Live on YouTube

Share computer sound
Optimize Share for Full-screen Video Cip

End

e wo e 9 ® = )L ARyl B e T dx 243 PM g‘

6/7/2020



DRAFT EMAIL TO PARTIES RE SHAREPOINT (updated 8/6/2020)

Counsel:

A party can provide exhibits to Judge [INSERT NAME], other parties, and | via email or
the NLRB'’s SharePoint page for this case. SharePoint is a convenient way to view all
exhibits on one page, as opposed to managing multiple emails that contain multiple
exhibits. In addition, certain files, such as large audio or video files, will not transmit via
email and therefore SharePoint must be used.

You should have received an email invitation to the SharePoint page for this case.
Please check your Spam or other folders or contact me if you cannot find it.

Attached please find a SharePoint guidance document. Included are access
instructions for parties without NLRB email addresses (pages 1-7 of the PDF), steps for
managing exhibits (pages 8-16), and steps for saving the case page as a favorite
(pages 17-18).

At our pretrial practice session, Judge [INSERT NAME] and | will go over, among other
things, how to upload and open exhibits on the SharePoint page. In the meantime, you
can explore the page; it is not difficult to upload files.

If a withess needs access to the SharePoint page, please let me know and | will send
them an invitation. If the Court Reporter needs access Counsel for the General
Counsel should let me know.

Thank you,
[INSERT NAME]

Courtroom Deputy
[INSERT PHONE]



Steps to Access SharePoint Site usingan
external email address

Please follow the steps given below once you receive an email invitation from National Labor Relations
Board (NLRB).

1. Open your email invite and click on the link highlighted below:

¢« B8 0 F ® 0 ¢ D 5

(b) (7 )(E) CONTRACTOR] wants to share ALJ Hearings External Domo o e« [E2IE) & 2

1) Office 365

TIVE IRs1b0 Wit AP O B8 AAMONIONG €-AE BSetL. PURIE 0 PODY 10 S meSIgH

8% Microsoft

2. You will be taken to a new page with the following message and options to setup your account.
Click on the link highlighted below.

Welcome to SharePoint Online

To accept your invitation, sign in with a Microsoft account or an account assigned to you by your
organization. By signing in you allow National Labor Relations Board to use your basic profile (name and
email address) in accordance with their privacy statement. National Labor Relations Board has not
provided links to their terms for you to review. You can remove these permissions at
myapps.microsoft.com.

. . Microsoft account

. Sign in with the account you use for OneDrive, Xbox LIVE, Outlook.com, or other Microsoft

services

3 Organizational account
ﬂ Sign in with the account provided by your work or school to use with Office 365 or other

Microsoft services

Don't have either .1(((\um?i("z‘.1h‘ a Microsoft account, it's quick and easy! | —

Legal | Privacy




3. You will see a new pop-up on your screen to setup a new account. You can type in the same
email address where you received the invitation.

BT Microsoft

Create account

I oomail.com  Je—

Use a phone number instead

Get a new email address

4. If you have used the same email address to sign up for another site, you may see the following

message. If you do, click on the link highlighted below. If you haven’t used this email address
before, please jump to step #5

BT Microsoft

You may already have an
account
Sy gmail.com is already being used with
another Microsoft account. You should sign in with

that account.

If you do not remember your username, recover it
now.

Gt s i sy _
Sign in

5. Create a strong password. You will use this password to log in to NLRB SharePointsite.

B® Microsoft

Create a password

Enter the password you would like to use with your
account.

srssesssntsnares

I:‘ Show password



6. Provide additional information as shown below.

B® Microsoft
« G omail.com
Create account

We need just a little more info to set up your
account.

Country/region )
United States vl

Birthdate . o :
February |29 ~111980 -

7. You will get the following prompt on the next screen. Please log in to your email to retrieve the
code and enter it in the prompt shown below.

B¥ Microsoft

e com

Verify email

Enter the code we sent toll@egmait.com. it
you didn't get the email, check your junk folder or

try again.

|2 I would like information, tips, and offers about
Microsoft products and services.

Choosing Next means that
ment and privacy and

gree to the |
185 Statemen

8. Email from Microsoft with the verification code will look like the sample shown below.

€« O 0§ = 0 ¢ B =

Verify your email address Inbox x

Microsoft account team <account-security-noreply@accountprotection microsoft com>
tome -

Microsoft account
Verify your email address

To finish setting up your Microsoft account, we just need to make sure this email address is yours.
To verify your email address use this security code:[1565 —
If you didn't request this code. you can safely ignore this email. Someone else might have typed your email address by mistake.

Thanks,
The Microsoft account team

4 Reply m Forward




9. Enter the code in the prompt as shown below and click on Next.

a5 Microsoft

< I @gmail.com
Verify email

Enter the code we sent to @ gmail.com. If
you didn't get the email, check your junk folder or
try again.

1565

l:l | would like information, tips, and offers about
Microsoft products and services.

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement.

Next

10. Next prompt is for verification purposes. Once you have entered the characters shown on the
prompt, click on next.

BS Microsoft

« -mail.com
Create account

Befare proceeding, we need to make sure a real
person is creating this account.

NANCT Audio
Lﬁf‘.'f &1-/
Enter the characters you see
WMWGYYXd
Next



11. At this point, you will be asked to provide some additional information to ensure secure access to
the site. Click on “Next”.

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

Next

This information system is provided for U.S.
Government-authorized use only. Unauthorized use
of this system may result in disciplinary action, as
well as civil and criminal penalties.

12. On the next screen, you will need to provide your mobile phone number for verification
purposes. This is an additional layer of security required as a part of NLRB IT security policy. Fill
out the required fields as shown below and click on “Next”.

B2 Microsoft

Additional security verification

Secure your account by adding phone verification to your password. View video to know how to secure your account

Select
“Authentication
Phone" from the

drop down list.

Step 1: How should we contact you?
Authentication phone b

Enter your 10-digit

Select your country or region o moblle piiorre RUmMbAF
here
Method
J Send me a code by text message s:};‘:;;g::‘;ﬁ‘?ﬁfl

®  Callme

You can select any

method to recalve the

Your phone numbers will only be used for account security. Standard telephone and SMS charges will apply
L



13. Once you receive the code on your mobile phone as a text message or call, enter it in the text box
as shown below and click on “Verify”.

B2 Microsot

Additional security verification

Secure your account by #dding phone verification to your password. View video 1o know how 1o SeQure your account

One you recieve
the code, enter it
here.

14. Once your code is verified, you will receive the following confirmation screen. Click on “Done”.

B2 Microsaft

Additional security verification

unt by adding phone verification to your password. View video 10 know how 10 secure your account

Step 2: We've sent a text message to your phone at +1 314

Verification successful



15. If you see the following message on your screen after step 14. Please reach out to NLRB IT
support team at the following addresses:
a. Mark Eskenazi (mark.eskenazi@nlrb.gov)

b. @nlrb.gov)
C. @nlrb.gov)

&

You can't get there from here

This application contains sensitive information and
can only be accessed from:

e Devices or client applications that meet National
Labor Relations Board management compliance
policy.

Since you're using Chrome, you need to install this
extension. You must be on Windows 10 version 1703
and above. Alternatively, you can use Microsoft Edge
or Internet Explorer to access this application.

If you're not planning to do this right now, you
might still be able to browse to other National Labor
Relations Board sites. Otherwise, sign out to protect
your account.

Sign out and sign in with a different account

More details

This information system is provided for U.S.
Government-authorized use only. Unauthorized use
of this system may result in disciplinary action, as

16. You are now taken to the SharePoint site that has been shared with you.

) ¥ AL Hearings External Dema -

= O a [Home aspx ¥ 5] -:: Nat syncing 1'\/1

¥ ALJ Hearings External Demo s

T LINK Search this site - p

ALJ Hearings External Demo

Pages

Site contents




SharePoint - Upload an Existing Document

If you have an existing document on your computer and want to save it in the SharePoint document
library, you can easily upload it. To do that follow the steps below:

1. Once you are in the document library, click on “Upload” button.

BROWSE FILES LIBRARY

; { LN ) ALJ Hearings External Demao # EDIT LINKS
iy Sample Case (42-CA-888888)
ummen access area [@))
Notebook All Documents ~ *#% Find a file L

Documents
v D Name Modified Modified By

Pages
Drag files here to upload

Sample Case (42-CA-
838888)

United States Postal
Office (06-CA-261791)

Site contents

2. An “Add a document” prompt will appear on the screen, click on “Choose Files” button.



Add a document x

ummep Access AREA [ @)

Choose a file

[ Choose Files anﬁle chosen

version to existing files

Version Comments

‘ OK ‘ ‘ Cancel ‘

3. On the next window, you can select any type of document from your computer (including word,
excel spreadsheet, pdf etc.) and then click on “Open” button. Click on “Ok” button on the “Add a
document” prompt to finally upload the selected document in document library.

€@ open >
T « Documents > Sample Attachments v (@] 2 Search Sample Attachments
Organize ~ New folder = m @
~
> Name Status Date modified Type

3+ Quick access
- Sample Document 1.pdf ® 6/21/2018 8:42 AM Adobe Acrobat C.
2 Sample Document 2.pdf £ 6/21/2018 8:41 AM Adobe Acrobat O
~
=~

" Sample Document 3.pdf 6/21/2018 844 AM Adobe Acrobat O

Documents
¥ Downloads  #
WebsiteCache #
SPEX *
Al Hearim
2018 Daily Note:
I Desktop
Snaglt

@ OneDrive - Natior

Attachments i [l

File name: |Sample Document 1.pdf V‘ ‘AII files (*.%) V|

ﬂl Open || Cancel |




Add a document

@
Choose a file ‘ Choose Files |Sample Document 1.pdf

hd Add as a new version to existing Tiles

Version Comments

e

‘ OK | ‘ Cancel ‘

4. You can also select multiple files to upload. To do this, while keeping “Ctrl” key on the keyboard
pressed use left mouse button and click on all the files you would like to select. Once selection
has been made, click on “Open” button.



€ open X
1 |« Documents > Sample Attachments (O] & Search Sample Attachments
Organize = New folder = m @
~
25 MName Status Date modified Type
DR | E Sample Document 1.pdf () 6{2.1;’201{.3 842 AM Adobe Acrobat C
$ Downloads # ™ Sample Document 2.pdf ® 6/21/2018 8:41 AM Adobe Acrobat T
wnloads -
“? Sample Document 3.pdf © 6/21/2018 8:44 AM Adobe Acrobat T
| WebsiteCache #
| SPEX »
i ALJ Hearin
| 2018 Daily Note:
I Desktop
| Sample Attachm
@ OneDrive - Natior
R Amachments o | >
File name: | *Sample Document 1.pdf" “Sample Document 2.pd* "Sample T ~ | | Al files (%) v|
[ open || cance |

Add a document

ummep access AREA [ @)

Choose a file

‘ Choose Files |3 files

Version Comments




5. Your document/s has now been uploaded to the document library successfully.

BROWSE FILES LIBRARY

#| ALJ Hearings External Demo # EDIT LINKS
Sample Case (42-CA-888888)
L access axea [6)
_ @ New 1 Upload c Sync v

Notebook All Documents ~ *** Find a file 2|
Documents .
v [ nName Modified Modified By
€5 AU Sample Memo#  «- 34 minutesago | (()REBISconTRACTOR)
ran files here to upload
Sample Case (42-CA- R
888888)

United States Postal
Office (06-CA-261791)

Site contents

6. You can also upload documents from your computer to SharePoint document library by simply
click-and-drag the document/s over to the browser.

1) AL Meatings Exterasl Deme / T % ep

Sample Case (42-CA-838888)

Drop here

o0 |
.




7. Once you drop the document/s, they will appear in the document library.

7] ALJ Hearings External Demo # EDIT LINKS

Sample Case (42-CA-888888)

c Sync v
Notebook Find a file 0
Documents
Modified Modified By
Pay
o Bl sample Record 03 % .+ A few seconds ago (b) (7 CONTRACTC!R:
oot .‘D Sample Record 01 3¢ -+ A few seconds ago CONTRACTOR]
Sample Case (42-CA- - = e S cmanm v = S 2
888888) .E_l Sample Record 02 ¢ s+ A few seconds ago CONTRACTOR]
United States Postal @5 AU Sample Memo s+ 34 minutes ago CONTRACTOR]
Office (06-CA-261791)
Drag files here to upload

Create a Folder

If or when you need to organize your documents, you can use folders. To create a folder, follow the
steps below:

1. Once you are in the document library, click on “Create” button and select “New Folder”.



BROWSE FILES LIBRARY

) ALJ Hearings External Demo

Sample Case

umITED AccEss AREA [ @)

G—) MNew

Notebook AlDocuments

Documents
0

Name

Pages

Sample Case (42-CA-

Create a new file

ﬂ_; Word document

ﬂ Excel workbook

ﬂ' PowerPoint presentation

1
1
[ | oneNote notebook

888888)

United States Postal
Office (06-CA-261791)

Site contents

# EDIT LINKS

click on “Create” button.

2. You will get a “Create a folder” prompt on your screen. Enter the folder name of your choice and

Create a folder

Name *

l Sample Folder

—

Cancel




3. You can now see a new folder in the document library.

?| ALJ Hearings External Demo # EDITLINKS

Sample Case (42-CA-888888)
[Liireo access aeia [Q)
_ @New 1 Upload z Sync v

Notebook

All Documents  =»= ind a file ol
— v [ nName Modified Modified By
Pages Sample Folder -+ A few seconds ago (b) (TONTRA(‘TOR]
Recent @5 AL Sample Memo % e« 3 hours ago CONTRACTOR]
pamipls Cass G20 I sample Record 01 s 17 minutes ago CONTRACTOR]

B8BBEB) -
| e 3 7 minutes ac

United States Postal 2 Sample Record 02 % 17 minutes ago CONTRACTOR]

ST LA ) k4 sample Record 03 3 «« 17 minutes ago CONTRACTOR]

Drag files here to upload

4. If you want to add documents to the folder, simply click on the folder name to get inside the folder
and follow the steps given above in the “Upload an Existing Document” section of this guide.

3"“’ l“i,," AL Hearings External Demo # EDIT LINKS
~ -
o 7.
"] A
'e,g Sample Case (42-CA-888888)
2 £
[0
Notebook All Documents  =o% Find a file P

Documents r
v O nName Modified Modified By

Pages

Drag files here to upload

United States Postal
Office (06-CA-261791)



Document Actions Inside a Document Library:

Inside the document library, when you right-click on any available document (inside the folder as well),
you will be able to perform additional actions as shown in the screen shot. Some of the popular actions
are given below:

Action Description

Download This option allows you to download the document to your
computer.

Rename This option allows you to rename the document.

Delete This option allows you to delete the document from the document
library and send it to Recycle Bin.

Version History This option allows you to review the version history of the
document.

7, ALJ Hearings External Demo # EDITLINKS

Sample Case (42-CA-888888)

@ New 1 Upload c Sync More Vv
Notebook All Documents ~ +«» Find a file 0
Documents
v D Name Modified Modified By
Sample Folder ««« 3 minutes ago (7)(E) CONTRACTOR]
Recent B2 AU Sample Memo # ««« 3 hours ago CONTRACTOR]

Sample Case (42-CA- ET samole 7 — 22 minutes 3
Ll p‘ go CONTRACTOR]
883888) Download l

CONTRACTOR]

United States Postal fe:  Sampje 22 minutes ago

Office (06-CA-261791) o Get a link

= Sample | + §22 minutes ago CONTRACTOR]
Site contents Rename
ra files here to upload
# EDITLINKS Deiote
Copy

Version History
Properties

Advanced »




How to Save a SharePoint Page to Your Chrome “Favorites:”

1) From the email you receive from OCIO, open the link to the SharePoint page in
your Chrome web browser.
2) Click the star at the top.

& sSample Case - 66-CA12345% -+ X
<« C O @& nlbsharepoint.com/sites/balliff-backup/Sample%20C

Q@ @ Shawepoint NLRE 8 D

20%2066CA123456/

A5 Training Lbeary @ JCMS20 Achive @ JCMS 30 @ Video Conference 1

Farms/Allitems.aspx

o | NLRE @4 webl

7, Railiff Back Up 7 LOIT UNKS arch th + - P

Sample Case - 66-CA-123456

All Documents s+ Find a #e el

v D
[HOW TO CREATE A FOLDER] we July 14 Eskenari, Mark
ALJ Exhibits e July 14 Eskenazi, Mark
Charging Party Exhibits v July 14 Eskenari, Mark
General Ccunsel Exhikits ws July 14 Eskenazi, Mark
GENERAL COUNSEL EXHS wes July 20 Eskenazi, Mark
Joint Exhibits e July 14 Eskenazi, Mark
Respondent Exhidits e July 14 Eskenazi, Mark
Sample Exhibits (Training) aes July 19 Eskenari, Mark o

3) If you wish, modify the name of how you want to save the page.
4) Click “Done.”

@ Sample Case - 66-CA1234%6 -/ X 4+ - 0 X

<« C O @& nibsharepoint.com/sites/baliff-backup/Sample%20Case%20%2066CA123456/Farms/Allitems. aspx

Q@ @ Shawepoint NLRS 8 @ Barcode |[NLRS @4 webTALogin @ JCMS Training Ubeary @) JCMS 2.0 Avch

Bookmark added

Name | Sample Case - 66-CA-123456 - All Docum

Bookmarks bar

m il

Folder

1) Railiff Back Up Z 1O UNK

Sample Case - 66-CA-123456

@ New 1 Upload ’”" Sync v
All Decuments ==+ find a L
v D na Mad
[HOW TO CREATE A FOLDER] e July 14 Eskenar. Mark
ALJ Exhibits e July 14 Eskenazi, Mark
Charging Farty Exhibits wee July 14 Eskenari, Mark
General Counsel Exhibits wes July 14 Eskenari, k
GENERAL COUNSEL EXHS wes July 20 Eskenazi, Mark
7/ EDITLINKS Joint Exhibits e July 14 Eskenazi, Mark

Respondent Exhiits e July 14 Eskenazi, Mark
Sample Exhibits (Training) we July19 Eskenazi, Mark =




5) Depending on how many Favorites you have, the Sharepoint page will be saved either at
the top of the browser or by clicking the very small arrow button on the right side, in
which case it will be saved in a column that opens.

& Sample Case - 66-CA-1234% -/ X — o X
- Cc O & nlrb.sharepoin feitee Railiff-har kiin JC oo sl ot IO o na an e e e s 122 A e e rs Al * N £ 0 * :
@ JCMS20 Achive @ JCMS 30 @ Video Conference 1

igs External Demo - Home

NxGen 2.0

@ Sharepoin: NLRS 8 @ Barcode |[NLRE @4 webTaLogin @ JCMS Training Ubrary

ige Donna Dawson (HQ) - Home

Agropur, Irc., 07-CA-251804 - All Documents
@ Judgs Keltrer Locke (HQ) - Home
@ Resoute Forest Products US Inc {10-CA-256488) - All Docume

) Railiff Back U P »
&2 g i B @ Judge Benjamin Green [NYC) - Home
M Sample Case - 66_CA_123456 @ Alstate Maintenance - 20-CA252004 - A Documents
Qs @ Judge Mara-Louise Anzalone (SF) - Home

@ Judgs Lauren Esposito INYC) - Home

 Judge Ariel Sotolongo (SF) - Home

B Ouare Inc. 10-CA-220472 - Al Dacumants
@ 8ailifi Back Up - Home
@ Judge Gerald Etchingham (SF) - Home

@new T upbad 2 sy v

All Decuments  »+» Find a L

@ USPS 27-CA-249826 - All Dotwmerts

\

v D N Modifind  Modfied [ @ Judge John Giannopoulos (SF - Home

‘ Nevada

[HOW TO CREATE A FOLDER] e July 14 Eskenarn. Mark
Sample Case - 66-CA-123456 - All Documents
ALJ Exhibits e July 14 Eskenazi, Mark
AVING e, 2SO ISR TIT - Al Documents.

Charging Farty Exhibits wee July 14 Eskenaz

General Counsel Exhikits wes July 14 Eskenazi, Mark

GENERAL COUNSEL EXHS wee July 20 Eskenazi, Mark

Joint Exhibits wee July 14 Eskenazi, Mark

Respondent Exhbits e July 14 Eskenazi, Mark

Sample Exhibits (Training) we July19 Eskenazi, Mark v,




Zoom ULP Hearings: Suggested Practices Mark Eskenazi
for Judges and Courtroom Deputies Updated Aug. 2020

. Use a laptop not a smartphone, tablet, etc. In general, a smartphone user’s video
feed doesn’t work if they are simultaneously using another app, such as reviewing
an exhibit. If a witness only has a smartphone they should fully charge it before
testifying. If it's an iPhone they should “swipe up” to ensure that all other apps are
fully closed. Only the Zoom and email apps should be open, in case the witness
needs to briefly access an exhibit and then return to the video feed.

. Reduce Wi-Fi crowding. Ask your housemates to reduce their Wi-Fi usage while
you’re in the hearing. Multiple devices on the same Wi-Fi using Netflix, playing
video games, etc. can slow the Zoom connection.

. Close unnecessary programs. The more programs your computer is running, the
more RAM memory you'll need. This can slow the Zoom connection.

. Involve the Court Reporter early. Ask Counsel for the GC to confirm that the
Court Reporter is competent to serve in a Zoom hearing. In my experience most
have already done Zoom hearings. If they haven’t, the Region should consider
inviting them to a pretrial practice session with the judge and parties.

. Hold at least one pretrial practice session. This will familiarize the parties with
how Zoom works and the judge’s expectations. Topics may include the use of
Waiting Rooms and Break-Out Rooms, the deletion of Jencks material from the
Respondent’s computers after usage, and the exchange of exhibits.

. Ask the parties to exchange exhibits via SharePoint or email. Zoom’s Chat
upload tool often doesn’t work.

. Ask the parties to exchange exhibits before the hearing. This reduces dead
time during the hearing in which the parties email exhibits or upload them to
SharePoint, wait for transmission, and wait for everyone to open them on their
computer.

. Ask the parties to pre-number, internally paginate, and bookmark
documentary evidence in a single PDF file. This makes viewing exhibits during
the hearing more efficient. Bookmarking is an Adobe tool used to earmark pages so
they can be easily accessed without having to scroll through the PDF.

. Ask everyone to review documents at their own pace rather than on Share
Screen. While Share Screen generally works well in displaying PDFs, everyone
must follow along at the pace at which the person using Share Screen is scrolling
through the document. It's more convenient for each person to view Zoom on one
side of their screen and the PDF on the other so they can scroll at their own pace.



10.Determine whether SharePoint will be needed to exchange exhibits.

a.

b.

e.

Audio and video exhibits, as well as other large files (even some PDFs), may
not be transmittable over email. Instead, SharePoint must be used.

In addition to being a solution for large exhibits, SharePoint is a convenient
way to view all exhibits on one webpage, as opposed to managing multiple
emails that contain multiple exhibits. Accordingly, SharePoint is
recommended for heavy-document cases.

SharePoint, like email, is a way to access exhibits. It doesn’t change how
exhibits are viewed during the hearing--at your own pace or on Share Screen.
If you use Share Screen to play audio/video exhibits, be sure to check the
boxes at the bottom of the Share Screen tool labeled “Share computer sound”
and “Optimize Screen Sharing for Video Clip.” Otherwise the sound won'’t
work.

Please contact me if you want to use Sharepoint for a hearing.

11.Do a sound check. Each day before the record opens ask everyone to practice
speaking. It’s better to catch an audio issue early.

12.1f someone has an audio issue try the 3 audio back-ups. First, they should
check the sound settings in Windows (usually the bottom right of the computer near
the clock) and the settings in Zoom (at the bottom left click the up-arrow next to the
Mute button). Second, they should leave the hearing, reboot the computer, and
rejoin the hearing. Third, they should use their computer only for Zoom video (stop
Computer Audio) and dial-in on their phone only for audio (no video output).

13.Promptly identify individuals in the Waiting Room. When an individual enters
the Waiting Room, interject after the witness answers the pending question. Admit
the person into the hearing and identify them. If it's a witness scheduled to testify
later, inform them of the sequestration order and ask them to leave until called. Ifit’s
a public spectator ensure they are muted and that their video output is off.

14.Hide non-video participants. Each hearing participant should hide non-video
participants, such as public spectators, so they don’t take up space on the screen.
The Zoom Host (i.e., judge or courtroom deputy) cannot perform this function for the
group. Each participant must do so himself or herself.



HOW TO CREATE BOOKMARKS IN ADOBE

1. Go to the first page of the exhibit you want to bookmark (in this example, GC
Exhibit 30).

= EXH.07-CA-132726.6C Exhibits 1-38,pdf - Adobe Acrobat Pro 2017 - [=] X
File Edit View Window Help

Home Tools EXH.07-CA-132726.... X ® Sign In

BEPBEQ @O w/w R HNOG = - T RAT ©L

FORI
STREET

- -

Popartesest: TONMMETROGNaGE

b e b s aATin g

Your moshly pacing deductonwlion 5000

R Type here to search

2. Click the tiny arrow on the left side.

= EXH.07-CA-132726.6C Exhibits 1-38,pdf - Adobe Acrobat Pro 2017 = o X
File Edit View Wirdow Help

Home Tools EXH.07-CA-132726... X @ signin
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